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Webinar Etiquette

* Please note that this session will be muted by the host.
* Please do not put your phone on hold.

« All questions will be addressed at the end of the
presentation.

 |If you would like a copy of the presentation emailed to
you, please send an email to the Do Not Pay Mailbox
(donotpay@fiscal.treasury.gov). In addition,
the presentation will be posted
on the Do Not Pay website.
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Agenda

‘ Recertification
‘ SDSA Tool Overview
‘ Questions & Contacts
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Agenda

Recertification

o

SDSA Taool Ovearviawy

QLiestlons & Cortacrs
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Who Should Take This Training

* Authorizing Officials,
 Primary Local Security Administrators, and

* Local Security Administrators who have the
responsibility of recertifying DNP Users.

< NP
' portal
--f‘/ ' Recertiﬁcation
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Introduction

 Mandated by the Department of the Treasury,
Bureau of the Fiscal Service security protocol

» Affects every user with access to the DNP Portal
e Scheduled during the months of March and April

DNP Portal
.. RECERTIFICATION

BU:(EAU OF THE .
Page 6 LEAD - TRANSFORM - DELIVER \*Flscal&arwce



What is Recertification?

A method of validating whether access to DNP Is
still required

 Necessary to ensure appropriate level of access

*
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Recertification Window

Key Milestones

' ' ' '
Announcement Recertification R.e?ertlfyu.\g Rece.rt|fyu.1g Off'c'?l
email process starts Official receives receives final ema|I
email remmder reminder
' ' '
Users receive email DNP Begins Process Ends

to contact Phone Follow-up

Recertifying Official |

Page 8 LEAD - TRANSFORM - DELIVER

|

*

- Flscal Serwce

/I‘



Important Date to Remember!

M\ )

Wednesday

S 7

Access will be revoked forh
users who have NOT been
recertified

D

BUREAU OF THE
Fiscal Service
U.S. DEPARTMENT OF THE TREASURY

a
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Who Are the Recertifying Officials?

Authorizing Official (AO)

o The AO has the authority to recertify the
PLSA, LSA(s) and User(s) throughout the
Hierarchy Structure.

Primary Local Security

Administrator (PLSA)

o The PLSA has the authority to recertify
LSA(s), and User(s).

Local Security Administrator
(LSA)

o The LSA has the authority to recertify
User(s) (USDA & Treasury only).
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What Happens Next?

You will receive a series of emails:

— First Email (Announcement):
Provides information on relevant dates
and recertification roles.

This email is sent to all Recertifying Officials.

— Second Email (Instructions): Provides instructions on
how to recertify users in the Shared Document with
Secured Access (SDSA) tool.

— Third Email (Link & Password): Provides the link and
the password to the SDSA tool.
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Email Examples

From: donotpay@stls.frb.org
Subject: Announcing Annual Do Not Pay User Recertification

Once the recertification process begins, you will receive this email from
noreply@stls.frb.org with a link and a temporary password:

Subject Line: Do Not Pay Recertification — Shared Document with Secured Access Password

Please click on the link below to access SDSA and sign in using the User ID
provided in a previous email.

Temporary Password: <password>

<CLICK URL LINK HERE>

BUREAU OF THE
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When to Contact DNP?

If you are no longer a recertifying official for the agency,
notify the Treasury Support Center immediately.

Treasury Support Center:
355-837-4391

donotpay@stls.frb.org
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SDSA Tool Overview

QLiestlons & Cortacrs
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SDSA Tool Overview

Shared Document with Secured
Access (SDSA)

UserID

Password

Warning!

This is an official United States Government System, which may be used only for authonized purposes. Unauthorized use or modification of any information stored on this
system may result in ciminal prosecution. The Government may monitor and audit the usage of the system, and all persons are hereby notified that the use of this
system constitutes consent to such monitoring and auditing. Unauthorized attempts to upload information or change information on this service are strictly prohibited and
may be punishable under the Computer Fraud and Abuse Act of 1986 and the National Information Infrastructure Protection Act.
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SDSA Tool Overview

SDS A Shared Document Tooge ey
with Secured Access
Change Password

Your password must confain the following: at least 8 characters, an uppercase letter, a lowercase letter, a number, and more than one special character (e.g., @, %, $.1)
Your password must also not be a duplicate of your last 3 passwords.

After changing your password, you will be redirected to log on with your new password.
Original Password

New Password

Confirm New Password

(]
i
5
=
o
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SDSA Tool Overview

SDS Shared Document
with Secured Access DoNotPay

Recertification Recertification Period Begins
Recertification Penod Ends
Recerificabon Penod Extends
DOSRCDOoNotPay Phone Number

DOSRCDoNotPay Contact Email

Message:
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March 5, 2019

April 5, 2019

(855) 837-4391
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SDSA Tool Overview

SDS {hared Document Toogle Meru
with Secured hcces

Certify Users

Recartification

To complele receriiic ation for 2 user you must select Recertify or Revoke for each role shown for that user. For users with mufiile roles, choose Select Action for All Roles for User fiom e
dropdown menu. Then, select the recertfication action of Recertify AN or Revoke All

If changes for specific mkes assigned to the user are needed, select the dropdawn next 1o the role o select a diffierent reperiiication action
Da not use the seroll wheel on the mouse, as it can somefimes change the selected action

Ifyou have mulipke pages of users, select e Save Page bufion periodically 50 you dontkose any unsaved recertificalion acfion. When you have compleled all recertiication acfions, sekect Save &
Confirm and you wil be direcied to 2 confimiation Streen Where you Can review, prnt, or export your recertficaion acfions.

Select Application to Modify

* BUREAU OF THE

Page 18 LEAD - TRANSFORM - DELIVER \FiscalService



ecertifying Individual Users

SIS el

et ertfication for & wser you must selec] Receify o Revols for each e shown f wser. For users with multiphe roles, choose Select Action for All Roles for Ussr from the drc e
e ecemfication action of Recertity All or Rewoke AN
 changes for Specific rokes ssigned 10 the wser are nesded, select the dropdown nesd 10 the role i select a difierent rece
0 it use the SOl wheel on The Mowse, 5 il Can somelimes changs e seecied action
i i v m eSO T C § riification action. ¥hen you have completed all receniBcation actions, sekect Same & Confinm and
o Wl e
Sebart Appleatain o Modify
w
Group @ Hame e i Fmud Addrens Phone MumB Holen ard Revoke Recertily Status —
BE0S01 1 aFEEALGIE £ovn 12%) 458-TH0 | DediatPuy - FORTALLISER
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ecertifying Individual Users
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Recertifying Individual Users

SDSA i

Certify Users

Tocomghens recertiicaton of & ser, salact Riscertly or Ranvols in ha night column of e table below, 0nce you hav chosen 3 status, the table will kxpand o dispiay the rolees for that uses, Rievats thi kst and sslec! B roles

that need o be removed
ROTE: Hyou recedify 3 user hat the mies assigred e sbll neaded. 1 2 rofe s NOT neseddied, check the oo nexd o that role o indicale that it should be removed. B all roles e still needad, no acbon nesds o be Raken
oiher than e reial selechon ko Recedsl;
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No Action Taken

 Users who have not been
recertified by their Recertifying
Official will receive an email with:
“Your Account Will Soon Be
Removed” in the subject line.

e The user must contact the
Recertifying Official.
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Agenda

DS A Tool Overviaw

)

Questions & Contacts
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Questions
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Do Not Pay Contact Information

&L DNP:

Do Not Pay Agency Support Center
1-855-837-4391
donotpay@stls.frb.org

https://fiscal.treasury.gov/dnp
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DNP Contact Information

FRB STL
Email Address

Agency Lead

Treasury
Email Address

Agency Specialist

Fiscal Service FRB STL

Department of Agriculture
Department of Commerce
Department of Defense
Department of Education

Department of Energy

Department of Health and
Human Services

Department of Homeland
Security

Department of Housing and
Urban Development

Department of Justice
Department of Labor
Department of State

Department of the Interior
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Angélique Bridges
Jon Ortiz
Angélique Bridges
Jon Ortiz
Jon Ortiz
Angélique Bridges
Angélique Bridges

Angélique Bridges

Lori Makle-Sellman

Angélique Bridges

Lori Makle-Sellman

Jon Ortiz

LEAD

angeligue.bridges@fiscal.treasury.gov

jon.oritz@fiscal.treasury.gov

angeligue.bridges@fiscal.treasury.gov

jon.oritz@fiscal.treasury.gov

jon.oritz@fiscal.treasury.qov

angeligue.bridges@fiscal.treasury.gov

angeligue.bridges@fiscal.treasury.gov

angeligue.bridges@fiscal.treasury.gov

lori.makle-sellman@fiscal.treasury.gov

angeligue.bridges@fiscal.treasury.gov

lori.makle-sellman@fiscal.treasury.gov

jon.oritz@fiscal.treasury.gov
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Drew Hubbard
Shannon Alkhalaf
Kristofer Klette
Kristofer Klette
Kristofer Klette
Josh Stegemann
Shannon Alkhalaf
Josh Stegemann
Kristofer Klette
Shannon Alkhalaf
Shannon Alkhalaf

Kristofer Klette

drew.hubbard@stls.frb.org

shannon.alkhalaf@stls.frb.org

kristofer.klette @stls.frb.org

kristofer.klette @stls.frb.org

kristofer.klette @stls.frb.org

joshua.p.stegemann@stls.frb.org

shannon.alkhalaf@stls.frb.org

joshua.p.stegemann@stls.frb.org

kristofer.klette @stls.frb.org

shannon.alkhalaf@stls.frb.org

shannon.alkhalaf@stls.frb.org

kristofer.klette @stls.frb.org
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DNP Contact Information

Agency Lead

Fiscal Service

Treasury
Email Address

Agency Specialist
FRB STL

FRB STL
Email Address

Department of the Treasury Angélique Bridges

Department. 2 Lori Makle-Sellman
Transportation
Department of Veterans' s .
Affairs Angélique Bridges
Environmental Protection .

Jon Ortiz
Agency
General Services Jon Ortiz

Administration

National Aeronautics and

Space Administration ATEEIEUE (B g

National Science Foundation Lori Makle-Sellman

Nuclear Regulatory

_ Jon Ortiz
Commission
Office of Personnel Lori Makle-Sellman
Management

Small Business
Administration

Social Security
Administration

United States Agency for
International Development

Lori Makle-Sellman
Lori Makle-Sellman

Lori Makle-Sellman
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angeligue.bridges@fiscal.treasury.gov

lori.makle-sellman@fiscal.treasury.qov

angeligue.bridges@fiscal.treasury.gov

jon.oritz@fiscal.treasury.gov

jon.oritz@fiscal.treasury.qov

angeligue.bridges@fiscal.treasury.gov

lori.makle-sellman@fiscal.treasury.gov

jon.oritz@fiscal.treasury.gov

lori.makle-sellman@fiscal.treasury.gov

lori.makle-sellman@fiscal.treasury.qgov

lori.makle-sellman@fiscal.treasury.gov
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Josh Stegemann
Drew Hubbard
Shannon Alkhalaf
Kristofer Klette
Drew Hubbard
Kristofer Klette
Shannon Alkhalaf
Kristofer Klette
Drew Hubbard
Shannon Alkhalaf
Josh Stegemann

Shannon Alkhalaf
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shannon.alkhalaf@stls.frb.org

joshua.p.stegemann@stls.frb.org

shannon.alkhalaf@stls.frb.org
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